State of Arizona
Department of Education

Tom Horne
Superintendent of
Public Instruction

January 25, 2008
TO: Local Educational Agencies (LEAS)

FROM:
Sarah Lors, Manager

SUBJECT:
report email notification

Arizona Department of Education (ADE), Grants Management

How to download a copy of approved completion report or a copy of approved completion

Local Educational Agencies (LEAS) returning monies back to ADE Account Receivable related to Grants should download a
copy of an approved completion email notification of a copy of an approved completion report in order to expedite the refund

process.

1) LEAs can download an approved completion report by following the steps listed below:

@ Amendments Make an Amendment to an Existing State or Federal 1. Logon to Common Logon
Project. (https://www.ade.az.gov/CommonLogon/log
@ Cash Managetrient Report subrmit monthly Cash Manager ent reports for Federa on.asgx) and select Grants Management
projects and obtain previous report receipts for your
audit trail. . « . ”
. N _ _ 2. Click on “Completion Reports” from secure
@ Completion Reports Enter and Submit project Completion Reparts an-line
R _ Grants Management Home page
@ Completion Report Tracking Wiew tirmeliness for all current & past Completion
Feports. . .
@ Completion Report Downloads Download Completion Report supplemental narrative 3. On Completion Reports in Progress Screen,
' ' choose the fiscal year and grant you would
like to see and Click “Show Projects”
COMPLETION REPORTS IN PROGRESS . . .
Instructions 4. Click on the Project number with CR Status
# Select the praject by clicking the praject number as “Approved by ADE”
Fiscal Im
fear 5. Click “View Approved Completion Report”
Sram [ALL =l
Zntity 4-winds Acadermy, Incorporated dba 4-winds Acadermy : 01 -87-52-000 1§ .
Drograml 6. Next screen will show the copy of Approved
wea 1AL =l completion report. Go to File and Print
status [ALL |
Sroject l—
Yurnber
Show Projects Go Back |
F PrDJECt Last Last
ve Grant Entity Number CR Status Hulds Update Update
User Date
4-winds Acadermy, T
IDEA-Easic-  Incorporated dba 4- OFFESCRG- Approved Q7272007
2007 gy Winds Academy | 01 -87- | |760386-014 |y ADE irope 13:35:44
52-000
4-winds Acadermy, Being
Incorporated dha 4- OFFAATTI- 01/07 /2008
2007 [Title | LEA Winds Acadermy : 01-87- 760386-024 EEE’:EE’ by schavezl0l 17 59
52-000
Title 1l d-Winds Arardemus

Wiew Approved Completion Repart
The ADE Program Office has approved the original completion report.
You mmay use this to print a copy for your records, or to preview
before choosing to revise an already-approved report.

Revise Approved Completion Report
The ADE Program Office has approwved the original completion report.
This option is provided to make changes, such as refunds that belong
to the project, or funds discowvered through audit. The report will go

thronnh the came nracacs ac it did whean the rannrt weas arininal b



https://www.ade.az.gov/CommonLogon/logon.aspx
https://www.ade.az.gov/CommonLogon/logon.aspx

2) LEAs can print a copy of approved completion report email notification by following the steps below:

1. Go to your school email in-box.

8 Inbox - Microsoft Outlook
File Edit Wiew Go Tools Actions Help  Adobe POF T

2. Search your email inbox by the following search
BiNew - | S B X | Gureply BYRenly o all & Forward g'_‘;Sendeegeive v | @ Type acontact i criteria

a.Sender = grants@ade.az.gov

b.Subject: Completion Report Approved: your
Favarite Folders !‘ D|Q|Frnm |Received 7 |5ubject grant name — entity name

| b e | 1 orants@ade.azaov  Mon2/25/20089:29AM  Comoletion Re

3. Print a copy of email
[t S s e e _r=

TR stieele | Actions Help Adaba EOP *Email notification: Grant Total Amend is the total

™y = ” e LX) - - AF | @ . .
~Reply | dReply oAl (gForward | 4 0 |2 Y| X & - A @] gmount LEA can amend into the next fiscal year
Fram: grants@ade az.gov Senk:  Mon 2/25/2008 9:29 AM prOJeCt
To: e, Sl *Email notification: Grant Total Return is the total
e Lars, Sarah amount LEA should return back to ADE accounting.
Subject:  Completion Repaort Approved: 2007 ADE Internal CR Training - Arizona Department of Education
TNMERE = LOEAL T oo Toetal Fmend = 0,00
Amend - State 0.00 0.00
Tt s : Total Return = 200.00
Beturn 0.00 0.00 Total Other = 300,00
&meand - Local 0.00 0.00
Amand = State n.a0 o.00
izl Year 2007 - - Grand Total Imend = 77,597.E0
&mend - Local T7.597.60 100.00 Grand Total Returnm = 00 .00
&mand - State 0.00 0.00

Total Beturn = loo. o0
Total Emend = 77,697 .60

Amount %o be released by RDE wath Completion

Flease send a copy of this email notification along with funds to be returned to RDE: 1535

W. Tetfevson Bin 41 Fhosmix, AT 35007, The abowe referenced Completion Report has be

Emount not to be released : ()

Disposition of Audit Exceptions

Aoremipkion Freess Snount foxvestive * Email notification recipients are those whose email
i - addresses have been listed on their completion

Disposition of Other Funds . .

Cakegory Bmount  Descxiption report contact information page.

Other &mend Non Interest o.o00

Other &mend Interest [ )

Other Return Hon Intersst 200.00 Y Z006 Wendor Refund

Other Beturn Interest [ )

Heap o.on

Kot o be Faid Q.00

ol dment 2 o The Grants Management staff is here to answer your

Total Okher = 20000 questions from 8am to 5pm Monday through Friday,

Grand Tokal Emend = 77.697.60 eXClUding hOlidayS at (602) 542-3452.

Grand Total Return = 400._00

Bmount to ba released by ADE with Gempletion Repoxt : a.00 Cordia”y'

The abowe referenced Completion Eeport has been approved by the ADE Program Office. Sarah Lors

Evaluation Comments: Grants Manager

ADE approved complatisn raport. pleass amend $77,587.60 (FY 2007 Local fund) and $100 (FY
2007 intezest) %o yeuzr FY 2008 project.

Flease return excess interest earned $100 and #300 of F¥ 2006 vendor refund back teo ADE
acceunting with a copy of completion report or email netificavion.

If you have any questions ragarding the abowe, pleaze contact the ADE Program office
administaring chis grane.

ADE Program Area Name
E02-520-0000
ADEProgramContact@heirdormain. com
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